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Electronic Subcontracting
Reporting System (ESRS)

Administrators Guide 1.2

DISCLOSURE: This Instruction Manual has been prepared solely for the benefit of ESRS users.
By accepting delivery of this Instruction Manual, the recipient hereby agrees that the information
contained in this Instruction Manual, in whole or part, is confidential and proprietary and that it will
not reproduce or redistribute such Instruction Manual, discuss the information contained herein or
make reproductions without the prior written approval of the IAE, and will hold all information in
confidence.
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Quick Reference:
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1. Log-In to ESRS

1.1 Existing Users
I. Point your browser to https://www.esrs.gov/government/

Il. Login to ESRS by typing your e-mail address and password.
I11. Click “Go”

Government Users Login Screen

_loj x|
J File Edit Wiew Favarites Tools Help ‘ ."’l'
J@Back - &3 - [¢] 2] \_,;‘Jl,':'JSearch <7 Favorites 4% | H-a - E 2 3 H ) -

r

¥ Thursday, September &, 2005 | 11:59 am ;I

o Ir'ntegr‘ateu_j Acquisition En'_.-'ir-::nr'nent " ® powered by symplicity
Electronic Subcontracting Reporting System

F &, FOR GOVERNMENT

Welcome Government Users
f eSRS Sign-In YRegister YForgot my password '\

Email Address: I

Password: I

[T Keep me logaed in on this computer

Mot a government user? Click here.

e

w

|&] Dare l_ l_ l_ l_ E | Internet

1.2 New Users
I. Point your browser to https://www.esrs.gov/government/
I1. Click on the “Register” tab.
I1l. Select your Agency.
IV. Complete the forms, clicking continue after you have completed each section.
V. On the last step, please review the information and click “Submit Registration”
VI. You will receive an e-mail after registering. Please follow the directions in the e-
mail that you receive.
VII. After confirming your account, you will see an “Account Confirmation Successful”
message. You must now wait for approval by a government official.
VIIl. Once you have been approved, you will be sent another e-mail.
IX. You may now login to the system by following “Section 1.1, p. 4” of this manual.
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2. Home

I. Login to ESRS.

I1. You will be directed to your ESRS homepage. (Depending upon the level of your
account, the homepage and navigation menu may appear differently)

I11. On the left hand side of the screen, the navigation menu is shown. This menu is
available throughout all pages on the system.

IV. “Pending Actions” will display all items in the system (that your account has
access to) with the status “pending”.

V. Announcements are created by administrators. For more information on how to
create announcements, please review “Section 3” of this manual.

VI. Finally, when you have finished using the system, please click on the “Logout”
link on the top of every page.

Government Users Login Screen

/] eSRS Test - Microsoft Internet Explorer — o] x|
J File Edit ‘Wew Favorites Tools Help | ':!'
J@Back NS RARNE .'j| ) search <7 Favorites {‘ll - l-0U8 2 3 |J & -
7
Thursday | 2:05 pm :I
Acquisition Environment User: dag Vi i Logout
: Subcontracting Reporting System . by symplicity
Atome
¢ Announcernents
v Reports
m Individual Pending Actions e5SRS5 Statistics
E summary 3 Mew Agency Contact Registrations Contractors 7145
Contractors L .
é 21 Individual Report(s) Pending EleTEE 148
» #ll Agencies A ; 985
Contracts 15 Summary Report{s) Pending gencies L]
3 reporting fgency Contacts 155
[ ﬁ Toals Announcements Contracts 27121
& My Account Welcome to eSRS Mar 02, 2005 3:15 pm #ccepted Individual Subcontract Reports 11
/\ ;Uuehligmﬁatgtiisgkgé:::ti?;ure DREIECtonic fccepted Surmmmary Subcontract Reports 23
1.
V.
[~
5] [ [ [ & & mneme 4
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3. Announcements

Announcements enable administrators to publish targeted messages to system users.
Published announcements will appear in designated user’s home page.

I. View a list of announcements by clicking on “Announcements” on the left navigation
menu.

Il. View and/or edit current Announcements by clicking on the Edit icon “# or Review
icon 3.

I1l. Create a new announcement by clicking the Add New button.

View Announcement Screen

_|of x|
J File  Edit Wiew Favorites Tools  Help | -,'
J QBack ~ £ -~ [x] [2] :‘Jl ) search <7 Favorites 4 | - M-8 23 |J & -

! Thursday, Septernber 8, 2005 | 3:15 pm ;I
Uszer: dagostin@symplicity.com i Logout

Integrated Acquisition Environment

Electronic Subcontracting Reporting System m powered by symplicity

o
[
lul
b

Announcements

@ Announcements [ Announcements 2help

« (Ol Reports
@ ndividual

@ Sumrnary
Apply Search

& Contractars

Ke\,rwnrdsl

b #ih Agencies Items 1-1 of 1 < Previous | Jump |1 70 | Mext =
Contracts | Title v Start Date v End Date v Target
R rti : =
ﬁDc eporting Il =] welcome to eSRS Mar 02, 2005 3:15 pr May 31, 2006 3:15 pm contractar, staff
[ Touols

& My Account (] |[Add New | Ttems 1-1 of 1 < Previous | Jump |1 7] | Next =

| Kl

(] | [ 5 e mtemet
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IV. Label the announcement in the Title field.

V. Type your message in the body.

V1. Select the dates and timeframe that the announcement should be active.

VIl. Designate the target audience of the announcement.
VIIl. Click on the “Submit” button when you are finished.

Create Announcement Screen

a https:/ /esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer = IEIIﬂ
J Fle Edit Wiew Favorites Tools Help | -,'
[ Qe - © - [ B (| Lsewch Srrovorts @ | (- L Bl & & B IEE
¥ ANNOUncements i s
« (Jl Reports [ Core | (Dhelp B
@ Individual | Submit || Save || Cancel || Cancel Edits || Delete |
E Surnmary o3 R . .
do Announcement Information e
b #l) Agencies Title*:l
Contracts 1V.
8 Reporting Body™: & || Times Mew Roman x| [3¢12pt) | fuomal -] B X U 8 | % X | o ou | g2
» % Tools EEESS MW EESE Al -0 4 &3
& My Account
V.
Path: body
Start Date: [onn5-ng-05 | select || clear [0z =] [15 =] [pm =] m
End Date:lzuus-ug-ue select || Clear |U3 '”15 'l pro 'l
VII. Target*: [T staff [ contractor _I
[&] pone |/ I_I_I_I_E 8 Internet 4
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4. Reports

4.1 Individual

V.

I. Click on “Reports” and then “Individual” on the left hand navigation menu.
You will see a screen similar to the Individual Reports Screenshot below.
Click on the @ View Icon beside any report to see more information regarding the

filed report.
You may sort the list of reports based on column. This is accomplished by clicking

on the text next to any down arrow ( r ) in the column headings. You may sort the
list in ascending order if you click on the same heading again. Note how the color of
the text changes. The current active column is designated by a maroon color.
V. You may also view only specific types of reports using the search fields above the list
or by clicking on the tabs near the top of the screen.

VI.

click on the “Next =" or “< Previous” links to traverse through the list.

Individual Reports Screenshot

Notice, this screen will only show twenty reports at a time. To view more, simply

(o) x|
J File Edit Wiew Favorites Tools Help | ,’,’
J QBack ~ €3 - [*] [2) | ) Sgarch  <'¢ Favorites 41 | - s il - o 23 |J ) -

Integrated Acquisition Environment

Electronic Subcontracting Reporting System

-~ 4, FOR GOVERNMENT

@ Horme

¥ Announcements

- Reports

Thursday, September &, 2005 | 3:33 pm =
Uzer: dagostin @symplicity.com i Logout

m powered by symplicity

Individual Subcontracting Reports

back

_/'/AII Individual Reports Yﬁccepted Individual Reports YPending Individual Reparts Yndvanced Search \ Vhelp

= Status Keywords
@ ndividual I coarches [
E Summary Report I vl contract number
Type and duns
& Contractors o 1V.
Contracts T
8 Reporting Items 1-20 of 52 = Previous | Jump |1 7] | Mext =
» x Tools Contract Number v Contractor v Status r Type ¥ |[Report Period ¥ |Report Year v
& My Account @ | 0000013941 1BDLAHD0S4D0005 | 500 Softwars ggocs'lg'?g;eg;:er 7t |regular |Sept 30 2005
Q1 |000011991020ACO191RWOD154 | Mitretek Systems 250%'1’;93;5;;44 reqular |Mar 31 2005
N | |1 | 00001199405 AC0191RWOD134 | 500 Softwars REJ reqular |Sept 30 2005
1. @ 000011396090 ACI1I6RWO0ILE W DRT regular 2005
L Q1 |000011996090AC0196RWODILZ W reqular | Sept 30 2004
Q1 | 00003199912DACO300SF21865 | sf294 DRT reqular 2005 -l
|&] pone l_ ’_’_|—g|0 Inkernet y
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4.2 Summary

Click on “Reports” and then “Summary” on the left hand navigation menu.
You will see a screen similar to the “Summary Reports Screenshot” below.

Click on the @ View Icon beside any report to see more information regarding the
filed report.

You may sort the list of reports based on column. This is accomplished by clicking
on the text next to any down arrow (= ) in the column headings. You may sort the
list in ascending order if you click on the same heading again. Note how the color of
the text changes. The current active column is designated by a Maroon color.

You may also view only specific types of reports using the search fields above the list
or by clicking on the tabs near the top of the screen.

V1. Notice, this screen will only show twenty reports at a time. To view more, simply
click on the “Next =" or “< Previous” links to traverse through the list.

Individual Reports Screenshot

/3 https://esrs-test.symplicity.com - SRS Test - Microsoft Internet Explorer _(o] x|
J File Edit Wiew Favorites Tools Help | ,’,’
J QBack ~ €3 - [*] [2) | ) search <7 Favorites  42) | -5 - b 23 |J & -

Integrated Acquisition Environment
e Electronic Subcontracting Reporting System

-~ 4, FOR GOVERNMENT

Thursday, September &, 2005 | 3:43 prm
Uzer: dagostin @symplicity.com i Logout

m powered by symplicity

e

[l Home Summary back
@"Announcements _/'/Summary Reports \/Accepted Surnrmary Reports YPending Surmmary Reports Y.ﬂ.dvanced 5 g p—— elp
- Reports
= Stat K d
@ individual s I j S sl
E Summary 1V.
& Contractors
b §l Agencies Items 1-20 of 53 <\; ,,/_Jun-.p 17| | Mext =
IS Contractor» Status Agency Report Period v | Report Year v
E‘ Reporting Q 0 2005
3 Toals
- GEMERAL SERVICES ADMIMISTRATION
& My Account Q |4 SURE.COM INC DRT T Oct1- Sept 30 | 2003
& |4 SURE.COM INC RE] aE?“éEoﬁnL SERVICES ADMIMISTRATION |04y septan | 2004
@l | AAI CORPORATION (Fgg’;;""'- HIGHWAY ADMINISTRATION |50 9 _Mar=1 | 2005
N\ | | G | accEnTURE LLP ffcaa ;”nll" 26, 2005 | cenEpal SUPPLY SERVICE (47303 Oct1- Sept3n  |2003
1. ’ ACC - July 27, 2005 | GEMERAL SERVICES ADMINISTRATION i
@ | ACCENTURE LLP . PR Oct1- Sept 30 | 2004
@ |acTerna L ACC - August 24, | GENERAL SERVICES ADMINISTRATION ooty mar31 | 2005 =
@ [T [ 3 @t 7
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4.3 Accept / Reject

The processes to accept or reject individual and summary reports are the same. To accept
or reject, simply go to the section (Individual or Summary) that the report is filed. Click on
the “Pending” tab near the top of the screen, and find the report that you would like to
accept or reject.

I. Click on the @ View Icon beside the report.

Il. Select “Accept Report” or “Reject Report” from the drop down box (See
“Accept/Reject Screenshot” below).

I11. If you accepted the report, you may return to the report list by clicking on the “Back
to Reports List” button.

IV. If you clicked “Reject Report” you will be redirected to a page with a form. Please fill
this form out with information why the report was rejected. After completing the
form, click “Submit” to finalize the rejection.

Accept/Reject Screenshot

2 https:/ /esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explarer -2 x|

| Ble £t wew Favortes Took Help | =

| @Back - - ¥ 2] 0| P search SoFavaries €| (0- L Bl - o 23 H@'

Electronic Subcontracting Reporting System m powerad by symplicity

Thursday, September 8, 2005 | 3:52 pm ]
- e S RS Integrated Acquisition Environment s e paosslls Palem

"4, FOR COVERNMENT

(1 Home GS23F0165N: PRICEWATERHOUSECOOPERS L.L.P. back

- Announcements

R — -/ "core Y Rejection Motes Y Subcontractor Reports { Event Log | Dhels
< (31 Reports

@ 1ndividual ‘ Back To Reports List || View Printable Report ‘

==

& summary

ra SUBCONTRACTING REPORT FOR INDIVIDUAL CONTRACTS

» i) Agencies 1. Corporation, Company or Subdivision Covered:
Contracts

a. Vendor Name:
0 Reparting PRICEWATERHOUSECOOPERS LLP
» ﬁTou\s
& My Account
.......................................... Street Address: EE
1301 K ST MW STE 200W

b. vendor Physical Address:

City:

WASHINGTON
State:

District of Columbia
Zip+4:

200053317

c. Yendor Mailing Address:

Street Address:

1301 K ST MW STE B00W
City:

WASHINGTON

State:

District of Columhia
Zip+4:

200053333

Country:
United States

2. Date Submitted:
March 15, 2003

3. Agency Awarding Contract:
FEDERAL SUPPLY SERVICE (4730)

4. Contracting Office Agency ID:
4730

e .. K|
(] pone T 8 e meme
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5. Contractors

5.1 Review / View Existing

I. Click on “Contractors” on the left hand navigation menu.
I1. You will see a screen similar to the “Contractor List Screenshot” below.
I11. Click on the & View Icon beside any contractor to see more information regarding
the specific contractor.
IV. You may send a batch e-mail by clicking the check-box beside the contractors you
wish to e-mail, and then clicking on the “Batch Options” drop down.

Contractor List Screenshot

/3 https:/ /esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer ] 9]
J Fle Edit Yiew Fawvorites Tools  Help | i ,'
J e Back ~ ) - |_1 @ }J | /':" Search f“‘ Favorites £ | - i - K ﬂ ﬁ 3 |J -

Thursday, Septernber 8, 2005 | 4:00 prn =
User: dagost ymplicity.com ¥ Logout

e Integrated Acquisition Environment
e Electronic Subcontracting Reporting System

m powered by symplicity
"4, FOR GOVERNMENT |

Lﬁ Lo Contractors back
@ Announcements _,/[Zontractors Yndvanced Search \ help
v Reports
& 1ndividual ERERS |
E Surrmary
& Contractors
» #l) Agencies 0-3APCDEFGHIIKLMNOPOQRSTUVYW AY Z [all]
Contrace Batch Options v V. < Previous | Jump I 1 'l | Next =
2 reporting N N
FHE Nam}\ —— DUNS v Primary Contact v | Contact Email v Phone CCRY
b % Tools -
rAE& eeem 007714574 %
& My Account :
O Q_i B &|pCcRTING 131725764 *®
\< a ADCBROADBAND fi
Q_i B ‘ COMMUNICATIONS 2o SIS =
1. A & & |A DEC INCORPORATED 009617473 5
/Qi B & AECLTECHNOLOGIES INC 241015486 %
QB &acauc 006440200 .
| B & |A1T&ASSOCIATES INC 187722145 .
O qAEE IANIEORTON THOMAS & ASSOCIATES | nap700275 | Ariel Taster info@symplicity.com 222-5555- v
[} Q_i B & |APLLOGISTICS TRAMSPORTATION [105667531 x
— |/ = e |ARCOMANAGEMENT OF | cnnnaa LI
|&] pane I_I_I_I_E  Internet v
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5.2 Add New Contractor

I. Click on “Contractors” on the left hand navigation menu.
I1. Click on the “Add New” button near the bottom of the screen.

I1. You should now see a screen similar to the “Add new Contractor Screenshot” below.
IV. Populate the fields.

V. Click “Submit” when you are finished.

Add New Contractor Screenshot

/3 https:/ /esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer

=101 x|
J Fle Edit Yiew Fawvorites Tools  Help | -,'
JeBackv Jv|_1 @ _.\J|/':"Search f,‘?_‘Favorites €\|v .,\-v ﬂ ﬁ 3 |J T
[News Contractor] ==L 4|
¥ Announcements ) contractors list
vRepUrts = LT \ “_!)help
@ Individual | Submit || Save || Cancel || tancel Edits || Delete |
E Surmrnary
i Contractor Informatlon indicates a required field
» #l) Agencies .
Contracts I
2 reporting Name"‘:l
Tool
b? = Doing Business As (DBA)*:I
My Account
Cage #:I -
Division Name:l
Divison Numher:l
Physical Address: Street Address®*:
-
-
City*:
State*:
-
=
oo (T B
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5.3 Edit Contractors

I. Click on “Contractors” on the left hand navigation menu.
I1. Click on the Edit lcon & beside any contractor to edit the contractor.

I11. You may also click on the 3 View Icon, and then click on the “Edit” button to edit a
contractor. (You should see a screen similar to the “Edit Contractor Screenshot”
below.)

IV. Edit the fields that you wish to change.

V. Click “Submit” to save the changes and return back to the contractor list.

Edit Contractor Screenshot

a https:/ /esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer _ ||:||5|
J File Edit View Favorites Tools  Help | ':!'
JQBack - - [® B ]| Poearch eFavortes @ | (2- Wl - & & 3 |J -

T

Thursday, Septernber 9, 2005 | 4:26 prn =
User: dagosti ymplicity.com i Logout

- Integrated Acquisition Environment /
e Electronic Subcontracting Reporting System I||I

m powered by symplicity
"4, FOR GOVERNMENT f

(@ Home ABBINC -

@ Announcements : contractars
+ (5l Reports fl:ore YContacts YContracts \/Reports \ help

ivi Submit || Sawve Cancel Cancel Edits Delete Contractor Record Info
Individual
E summary . - - Mocified: -

& Contractors Contractor Information indicates a required field By: -
» #i Agencies

Contracts DUNS #7: IDD??145?4 CCR Status

x Mot Walidated

3 reporting Name*: IA BE INC

[ ﬂTooIs

Doing Business As (DBA)"‘:I
& My Account

Cage #:I

Division Name:l

Divison Number: I

Physical Address:
L Street Address®:

940 MAIN CAMPUS DR # 200 ;I

PErT l
4 | »

|@ Dane ’_ ’_ ’_ ’_ E & Internet 4
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6. Agencies (Organizations)

6.1 Review / View Existing

I. Click on “Agencies” on the left hand navigation menu.
I1. Click on “Organizations” on the left hand menu.

to that specific contractor.
V. Notice that any child organization will appear below the parent organization and will
also have a " to the left of the name.

Agencies / Organizations Screenshot

/} https:/ fesrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer

J File Edit View Favorites Tools  Help

You will see a screen similar to the “Agencies / Organizations Screenshot” below.
Click on the 5! View Icon beside any contractor to see more information pertaining

JQBack N RAENE _.\J|/':"Search ' Favorites €4| (- i -

>~ eSRS

Integrated Acquisition

-~ 4, FOR GOVERNMENT

L i3

Environment

Electronic Subcontracting Reporting System

Thursday, Septernber 9, 2005 | 4:29 prn =
User: i ymplicity.com i Logout

m powered by symplicity

@ Home Agencies back
& Announcements fngencies Yndvanced Search \ Dheip
w (Ol Reports
= P t Stat i
@ 1ndividual Aag;enncy | .’ s IEICUVE i
E summary Top-level Coyes Cro Keywordsl
& Contractors only
-y [y ]
il Oroanizations
& Contacts Items 1-20 of 985 < Previous | Jump I 1 'l | Next =
Contracts EE Name Options
B Reparting I |Q B & |ADMINISTRATIVE OFFICE OF THE U.S. COURTS 5|
» K Tools r |G B & |ADVISORY COMMISSION ON INTERGOVERNMENTAL RELATIONS 5|
& My Account : -
______________________________________ Ql Br & |ADVISORY COUNCIL ON HISTORIC PRESERYATION |
V. A B & |AGENCY FOR INTERNATIOMAL DEVELOPMENT &
Q‘ & AGEMCY FOR INTERMATIOMNAL DEVELOPMENT @
r |9 B & |AGRICULTURE, DEPARTMENT OF &
r Az L ADMINISTRATION 5|
QRS [\ b AGRICULTURAL MARKETING SERVICE &
1V. -+ AGRICULTURAL RESEARCH SERVICE 5|
T L AGRTCINTIHRAI STARTITZATTOM AMD COMSFRYWATION SFRUYTCFE 5 j
[&] pone V I_I_I_I_E & Internet 4
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6.2 Add New Agency

I. Click on “Agencies” then “Organizations” on the left hand navigation menu.
I1. Click on the “Add New” button near the bottom of the screen.
II1. You should now see a screen similar to the “Add New Contractor Screenshot” below.
IV. Populate the fields.
V. Click “Submit” when you are finished.

Add New Contractor Screenshot

3 https:/ /esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer - ||:||1|
J Fle Edit Yiew Fawvorites Tools  Help | ':!'
J @Bk ~ ) - [¥] 2] .\J - Search 7 Favorites 4% | (- i - & &3 |J =

/ Thursday, Septernber 8, 2005 | 4:34 pm =

4 . M
Integrated Acquisition Environment User: dag ymplicity.com i Logout
e Electronic Subcontracting Reporting System ff

F A, FOR GOVERNMENT

m powered by symplicity

@ Home [Mews Agency] ; bal.d;
L agencies lis
¥ Announcements
g i \ (el
v Reports Loue ) Ll
& tndividual [ submit |[ save || cancel || cancel Edits || pelete |
E Surmrnary - | o .
_ - i indicates a required fis
& Contractors formation
A i .
« i} fgencies 1v F— | =
# COrganizations
& Contacts Name*:l
Contrecy Shortname:l
2 reporting
b % Tools Code"‘:l

& My Account

A Add H
gency ress Street Address:

City:

State:
— -
&l oone L B
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6.3 Add New Child Agency

I. Click on “Agencies” on the left hand navigation menu.
Il. Click on “Organizations” under Agencies.

I11. Click on the X Add New Child button next to the parent agency.

IV. You should now see a screen similar to the “Add Child Agency Screenshot” below.
V. Populate the fields.

VI. Click “Submit” when you are finished.

Add Child Agency Screenshot

Z§ https:/ /esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explarer & x|
| Ele Edt view Favortes Toos Help | e
| Geack - 3 - ¥ 2 b O search oFavories €| (9 i Bl - © 23 H & -
/ Friday, September 18, 2005 | 10:33 am =l
Integrated Acquisition Environment User: dagostin@symplicity.com © Logout
- e Electronic Subcontracting Reporting System f‘ m powered by symplicity
BN A FOR GOVERNMENT |
(2] Home [New Agency] back
¢ sgencies list
& Announcements agencies list
Core | (Dheip
« (Jl Reports P
@ Individusl [[submit | ['save |[cancel | [ cance! edits | [ pelete |
B summary - T
- : indicates a required fie
& Contractors Agency Information
« ) Agencies
Parent Agency: |../AGRICULTURAL RESEARCH SERVICE [12Hz) |
) Orasnizations
& cContacts Nﬂf“ﬂ*=|
Contragsy shortname: |
B reporting
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6.4 Edit Organization

I. Click on “Agencies” on the left hand navigation menu.
I1. Click on “Organizations” under Agencies on the left hand navigation menu.

I11. Click on the Edit Icon & beside any organization to edit.
IV. Edit the fields that you wish to change.
V. Click “Submit” to save the changes and return back to the contractor list.
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6.5 Contacts

1.
V.
V.

VI.

VII.

VIII.

Click on “Agencies” on the left hand navigation menu.

Click on “Organizations” under Agencies.

Click on the # Contacts button next to the agency.

The Contacts for this agency will appear.

You can set a contact as the primary contact by clicking on the “Set Primary” button.

You may also edit a contact by clicking on the Edit Icon 4 beside the contact you
wish to edit.

Finally, to send an e-mail to the contacts, put a checkmark beside the contacts you
wish to e-mail. Use the “Batch Options” drop down to send an e-mail.

For more information, please read Section 7, Contacts.
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7. Agencies (Contacts)
7.1 Review / View Existing

I. Click on “Agencies” on the left hand navigation menu.
I1. Click on “Contacts” underneath Agencies.
I11. You will see a screen similar to the “Contacts Screenshot” below.

IV. Click on the S View Icon beside the contact you wish to view.
7.2 Add New Contact

I. Click on “Agencies” on the left hand navigation menu.
I1. Click on “Contacts” underneath Agencies.
I11. Click the “Add New” button near the bottom of the screen.
IV. Select the Agency that the contact should be associated with.
V. Populate the form.
VI. Click “Submit”

Contacts Screenshot

/ fesrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer = |E||5|
J Fle Edit View Favorites Tools Help | -f'
JOBack S EAENE 7 | ) Search < Favorites q{“| - H - g 23 |J =
@ Thursday, Septernber 8, 2005 | 4:51 pm =
Integrated Acquisition Environment User: d i licity.com i Logout
S ’e e Electronic Subcontracting Reporting System m powered by symplicity
FOR GOVERNMENT
@HDme Contacts back
¥ Announcements : : 3
Agency Contacts Mew Agency Contact Reqgistrations help
vRepor‘ts
= & u L |
@ 1ndividual Ee | v| serieve I j'
E summary Permission I j Keywords I
Level
& Contractors
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B reporting O Q] B
b 5 Taols Qe
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e
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r|QE
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QB Georae OF/OFFICE OF THE SECRETARY etest 1@hotmail.com
e . test-email-
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TRAMSPORTATION, DEPARTMENT 703-293-
O = 11 Test OF/FEDERAL HIGHWAY Pre-Register |wrs testll@hotmail.com 0200
ACMTIKMTSTR ATTOR LI
& T

7.3 Edit Contact

VI. Click on “Agencies” on the left hand navigation menu.
VIIl. Click on “Contacts” under Agencies.

VIII. Click on the Edit Icon = beside the contact you wish to edit.
IX. Edit the fields that you wish to change.
X. Click “Submit” to save the changes and return back to the contractor list.
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7.4 Approve/Reject Agency Contact Registration

Agency Contact registrations must first be approved before the user can begin using the
ESRS system.

I. On the “Home” page, New Contact Registrations will appear under “Pending Actions”
if contacts need approved.
I1. Click on the “New Agency Contact Registrations” link.
I1l. You may also click on Agencies and then Contacts on the left hand navigation menu.
After clicking on Contacts, Click on the “New Agency Contact Registrations” tab to go
to the same place that the Home Page link directs you.

IV. Click on the & View Icon beside the contact you wish to approve or reject.

V. Click on | Approve Registration | or | Reject |

to complete the process.

New Agency Contact Registrations
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¥ Announcements [ Agency Contacts Y New Agency Contact Registrations \ heip
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@ Individual Items 1-3 of 3 = Previous | Jump |1 7] | Mext >
E surmmary Last Mame ¥ |First Name v |[Email Agency v User Level v Role v
& Contractors ; ARMED FORCES :
" i =] RETIREMENT HOME E]ff'i"éga':t'“g POC
- Agencies [AFRH)
#ih Organizations ) SMALL BUSINESS Designated
& Contacts Q_J ADMINISTRATION region Goverment
(7300 User (DGUY
[E Contracts - B
= Repering Q_.i User Test esrsgovuser@symplicity .com % :1\':2185: region 8&?;?'“”19
b ‘XTools Items 1-3 of 3 = Previous | Jump |1 7] | Mext =
& My Account
=
|&] pone E|° Internet v
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8. Contracts

Contracts will be updated nightly from CCR.
8.1 Review / View Existing

I. Click on “Contracts” on the left hand navigation menu.
Il. You will see a screen similar to the “Contracts Screenshot” below.

I11. Click on the &1 View Icon beside the contract you wish to view. You may also click
on the contract number.

Contracts Screenshot
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8.2 Edit Contract

I. Click on “Contracts” on the left hand navigation menu.

I1. Click on the Edit Icon = beside the contact you wish to edit.
I11. Edit the fields that you wish to change.
IV. Click “Submit” to save the changes and return back to the contractor list.

8.3 Add New Contact

I. Click on “Contracts” on the left hand navigation menu.

Il1. Click the “Add New” button near the bottom of the screen.
I1l. Populate the form.
IV. Click “Submit”
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9. Reporting

9.1 Build New Reports

I. Create a new report by clicking on “Reporting” on the left navigation menu.
I1. Click on the “Add New” button.

Add New Report
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I1l1. Select the basis for your report.
IV. Click Continue

V. Before building the report, checkmark the Save As box and input a Name and
Description for the Report.

VI. When updating an existing report, save the report under a different name by check-
marking Copy to New Report.
VIl. Select the fields to be included in the report by check-marking specific fields.
VIIlI. Narrow the focus of the report by clicking on a Filter link under a particular field.
IX. Once fields and filters have been assigned, view the report by clicking Submit at the

bottom of the page. NOTE: Save & return will save change to report builder, but will
not run report in order to view it.
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Build a New Report Screenshot
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9.2 View Generated Report

I. Click on the & View Icon beside an existing report.

Il. Show the report in a separate browser by clicking on the “Open in New Window”
button near the top of the screen.

Transfer the report into an Excel Workbook by clicking the Save as Excel button.
Re-configure the report by clicking on Change Settings button near the top of the
screen.

V. Go back to the report list by clicking the “Return to Report List” button.

Review Generated Report
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9.3 View Existing Reports

I. View Existing Report by clicking on REPORTING on the left navigation menu.
Il. View Saved Queries/Report on the list.

1. View E«, Edit ?, Re-run , View Previous Results & by clicking on respective
icons.

View Existing Reports
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10. Tools

10.1 E-mail Manager

System Emails enable administrators to customize the content of emails that are
automatically sent by the system.

I. Review system messages by clicking on the “Email Manager” link on the left hand
navigation menu under Tools.

I. Edit the message content (Message ldentifier, Subject, etc) by clicking on a message
link in the Label column.
e Personalize the message by utilizing the Default Fields feature to incorporate
mail merge fields into the Message Body.

System Message Screen
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Picklists enable system administrators to manage ESRS dropdowns. Picklists are pre-
packaged dropdown menus that administrators may insert into any form on-the-fly.

10.2 Picklist Repository

I. View a list of pre-prepared system picklists by clicking on the Tools section and
then clicking the “Picklist Manager” on the left navigation menu.
I1. Select a picklist category by clicking on a link in the Display Name column.

Picklist List Screen
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Edit Picklists

I11. Add an item by clicking on a plus sign next to an existing item with a downward
pointing arrow.

IV. Remove an object from a picklist by clicking on the X.

V. Change the order of the picklist objects by clicking on the up and down arrows.
VI. Update the name of an item by clicking on the title and entering a new name.

VIlI. When complete, click Save or Submit at the bottom of the screen.

Picklist Edit Screen
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10.3 System Settings

System Settings change system wide parameters that can change the default behavior of
the ESRS system and can only be performed as Super users.

Under Tools, Click on System Settings.
After modifying the desired fields, click “Save Selections”.

System Message Screen
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10.4 Event Log

The Event Log is a repository of all system transactions. System administrators may search
the event log to review Logins, objects created, and objects modified. For each event,
system administrators may view comprehensive details such as Session ID, Remote IP, etc.

I. View a list of events by clicking on the TOOLS section and then clicking the EVENT
LOG sub-section on the left navigation menu.

I1. Refine the list of ESRS actions to a specific timeframe by utilizing on the date range
filter.

I1l. Search for a particular event by using keyword filter, user filter (by username), by
database ID.
IV. View comprehensive event details (Internet Protocol, User Agent, etc.) by clicking on

a link in the Date column.

Event Log Screen
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10.5 Roles

I. Click on Tools, and then Roles on the left hand navigation menu.
1. View Roles and designated rights by clicking on magnifying glass.

I11. Click on Edit icon £ to edit the roles.

a https:/ fesrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer

J File Edit Wiew Favarites Tools Help

JeBack > AR NE .'j|)3 Search - Favorites {‘}| - M- E 2 3

4 Integrated Acquisition Environment {
e Electronic Subcontracting Reporting System fi

» &, FOR GOVERNMENT I|

Friday, September 9, 2005 | 11:31 am ;I
User: dagostin@symplicity.com § Logout

u powered by symplicity

(2 Home Roles back
4 Announcements Roles | (Dhelp
+ (3] Reports
& tndividual WS 11-% o & < Previous | Jump | 1 7] | Next >
E Surmmary Name v Description
& Contractors q = Agency Coordinator (AC) Manage Agencies
b #id Agencies Q_.i £} Contracting Official Contracting Officials
Contracts Q_.i Contractor Contractor
Reporting . "
Q_.i Designated Goverment User (DGU) Government User
vxTools -
i Email Manager Q_.i £} General General User Rights
B Picklist Manager Q_,i POC POC Users
* SystemEsetingy Q_.i Super-User adrinistratar - all Rights
& Event Log
& Roles P ’/II\-J of 7 = Previous | Jurnp | 1 7] | Mext =
& 1. |t

[

(T B

Copyright © 2005 Confidential

Page 30 of 33



msymplicity
ESRS User Guide 1.2

10.4 Help

It is possible to change the contents of the help sections that appear on the left hand side of
the screen when a user clicks on the “Help Bubble”.

I. Under Tools, Click on Help.
I1. Select the interface for which you would like to add, edit, or delete a help option.
I1l. To add a new help item, click “Add New”. (Continued on Next Page)

Help Contents Screen
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IV. Type the Question.
V. Enter the Answer.

VI. Select the Section that the help contents will appear.

VIl. Save your entry by clicking Submit.

Add New Help Contents
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11. My Account

11.1 General Information

My Account enables users to change their personal information (Name, Title, Phone, Fax, E-
mail) and passwords.

I. Under Tools, Click on My Account.
I1. Change the fields that you wish to edit.
I11. Click on “Save”.

11.1 Change Password
I. Under Tools, Click on My Account.
I1. Click on the password tab.
I1l. Enter your new password.
IV. Click on “Save”.

Password Change Screen
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